 PROFESSIONAL SERVICES

, ‘Clty of Rochester, NV .~

) Rochester Economic Development Corporation - o
- '.'City__Ha:ll'unm 005A ' TT——— - —
- 30 Church Strest -
Rochester, New York e |
- 14614-1290 R  Bxnivic a
. REDCO
PROCUREMENT’PROCEDURES

a@snn

"Professioﬁa!” services shall mean (i) bek'reqmring training, knoWIedge, skill or experien ceofa
nature that is professional, scientific, technical, or otherwise novel.or uncommon; or (i) work -
requiring a confidential relationship; or (iii) work requiring the independent exercise of a fair

‘amount of discretiqn,_ judgment and-respénsibil_ity.ﬂ These criteria are designed to identify work

which.-req'uires-q.uaiifit:atio'n_s not 'ameﬁable_ to méas’_;:u_rementp'rimarilv by price. Because itis
thus not appropriate to award a contract for such work to the lowest bidder, such work is

‘exempt from competitive hidding requirements. REDCO shall select, through negotiation or

through solicitation of proposals, the most appropriate provider with whom to contract for the

‘work desired.

Review and Determination

‘The Law Departmeht shall review the scope of a proposed professional services contract to

determine whether the work can be properly classified as a professional service and therefore
exempt from competitive bidding requirements.

PURCHASING PUBLIC WORKS AND COMMODITIES AND SERVICES
FUBCHASING PUBLIC WORKS AND COMMODITIES AND SERVICES
Formal Competitive Bidding Threshold

For all procurements made by REDCO, the Treasurer shall determine whether the procurement

~ is subject to competitive bidding requirements.

Commodities and Services (520,000 aggregate annually)

All other purchases - whether competttively bid, written quotes, telephone guotes, or call
numbers - are coded by commaodity.

*  Treasurer will review a monthly report by commodity showing amounts
encumbered or paid within the preceding eleven months.

s If either amount exceeds {or approaches) 520,000, purchase of any amount shall be
subject to competitive bidding,

Phone; 585.428.8801 Fax: 585.428.6042 TTY: 585.428.6054 EEQ/ADA Employer @



e IfREDCOantiCtPates, 'tﬁai beca usecfaprogram _cif market t:han'ge_, a pé&idu lar
o -"comquitV'Wi.":a'F:‘P'.‘bé't_:h Qf'eXcEEQ:_SZU,0.0D'for' tﬁe year, aﬂ purchases of that _
commodity shall be subject to competitvebid. ..

. 0 the pui'chases areless thén'.'$2ﬁ;000,jwi'itten quotation prdc'edures_ will be
_foll_owe‘d.“"' SR S o S

. N_o hurct_lases' njav_’bebrokén into components for the purpase df'aVOEding the.
‘competitive b’id_di'n_g requirements, :

Exemptions from .Fon“nal' dedlhg '

Staty tory

* Purchases from Monroe County contracts (G ML_103~3) '

* Emergency purcﬁasés |

Xy Pui'chase_s_of 's'urplus and-seccnd-harid supplies, material or equipment from the federal

government, New York State, or any other pd!it_ica] subdivision, district or public benefit
corporation. : :

e Purchases from New York State contracts

Sole Source

A Sole Source item s one providing a certain function for which no other items are known
to exist. Itis to REDCO’s adyantage to promote competition and avoid the sole source
designation unless no other source is availabie.

* Sole source designation should be made only after several unsuccessful attempts
to solicit competition. Emphasis must be placed on functional equivalence, not
on uniqueness of a particularitem,

* All sole source determinations will be kept on file with fuli documentation for
review. A sole source designation can last up to three (3) calendar years, in order
to avoid needlass rebidding of a product for which the open bidding process has
failed to elicit competition. At the end of that period, competitive bidding must
again be attempted for any procurements exceeding the competitive bidding
limits. For procurements below those limits, tompetitive bidding or request for
quotes should be attempted,



B AR lnfor'nisilll.iidg' ing Prggdures

 [All informal bids shall include solicitation of any local minority or women vendors for

that commodity, whenever feasible.] Ailinformal bids shail include solicitation of

. vendors whose business is located in the City, as set forth above.

~ Written Quldtatibﬁs-.(Undei' $20,000 ann ual -_usége)

. Written _.réqu'e'_..;_ts for quo.tation (RFQ). shall be obtained by REDCO by mail or FAX
~ wherever feasible. R : .

RFQ’s shall be solicited from at least three v‘endors; if available.

If fewer than three quotations are obtained, REDCO may allow the purchase, based on
the reasonableness of the solicitation attempt. :

Documentation required:

e Copy of quotation, as distributed to p?ospec'tivé bidders

List of bidders sent RFQ
Quotations submitted (faxes acceptable) _
Summary.of responses to RFP. The summary shall include:
a. “indication if no response
b. Dollar amount quoted _
€. Statement of any way in which quotation received differs from quotation solicited
{terms, f.0.b,, deviation from specifications, etc.)

* Statement of basis of award, if other than “Low Dollar Offeror.” This must document a

material deviation from the performance of the item, or from the terms and contlitions
in the RFQ.

Telephone Quotations {primarily in cases of under $2,000 annual usage)

A. May be obtained whenever, in the opinion of the Purchasing Agent, time or some
other factor makes the solicitation of written quotations impractical or not cost-
effective.

B. Documentation:
1, List of bidders contacted (at least three)
2. Summary of responses. The summary shall include:
Indication if no response
Dollar amount quoted
Name of representative providing quote
Statement of any way in which quotation received differs from quotation
solicited {terms, f.0.b., deviation from specifications, etc.)

or oo



V. Coll Numbers : |
| “Call Numbers” are purchasé order numbers available féiéphoﬁitallv or electronically on
‘purchas_es_ of less 'tha’n:_S_‘a"oo. ' . VR L

* [fthe item is not on an existihg'con'tréct, 'o"r_is"hot a repair, at least three bidders -
should be contacted, including up to three M/WBE’s, :

* Exact dolfar amount from low bidder, the specific item(s) and quantity purchased

are required to.award a Call Number, B

VL. Using Department Salicitation of Quotes

For purposes c_if expedience, REDCO may allow a using agency to solicit quotations, either in
writing or by telephone, '

V. Commonality of Specifications

A. REDCO shali combine requirements across City departments wherever possible to permit
competition for a high volume of goods. individual difference requests may not be honored
if they unduly burden the City administratively or resylt in loss of buying power.

B. For example, uhiforms, office supplies, furniture, equipment, and copiers may be bought in
standard groups to gain purchasing power for REDCO.,
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